Microsoft Outlook XP Version — Contacts Modification

The purpose of this document is to provide users with instructions on how to make corrections to e-mail
addresses within Outlook contacts or distribution lists.

STEP 1 Before you begin, exit Outlook XP completely.

We need to remove all files with a *“.NK2” extension.
Execute a search on your computer for this file. This is a “hidden” cache file, so when you execute the search,
you will have to select an option to search hidden files and folders.
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Select “All files and folders” for “What do you want to search for’:
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Next, enter *.nk2 for what you want to search for. Then, select the “More advanced options” selection:
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Select ‘Search hidden files and folders’ then click the Search button to execute the search.
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All the files with the extension “NK2” should now be shown in the Search Results window as shown below
(your filenames will be different than the example shown here):

B Secarch Resulis

File Edit Yew Favorites Tools  Help

O Back '.\‘_’:.l l@ ‘p Search

H___L' Folders v

Address |(J Search Resulks

V| efa]

Search Companion ¥ Mame

M3 Exchange Setkings,MKZ
Outlook WesS 5.MK2
OutlacksP AL-Test,MKZ

There were 3 files found.
Did you find what you
wanted?

Yes, finished searching

Mo, refine this search and...

Change file narme or
keywiords

Lok in mare locations

)';) Start a new search

In Folder [ |
D:\Documents and Settingstrusseef Application DatalMicrosoftho, .
Cn\Dacurments and Settingsirusseef Application DatalMicrasofth o, .,
D:\Documents and Settingstrusseef Application DatalMicrosoftho, .

3 Files Found

Select all the NK2 files, and delete them.



STEP 2 Open Outlook XP. The default Outlook Today view is shown below.
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STEP 3 Open Contacts by clicking on the Contacts icon in the Outlook Shortcuts bar.
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STEP 4 Look at the E-mail values for your contacts. Should you see any such as this one highlighted below,
you must correct this contact. An example of an incorrect address would be one that is NOT in the SMTP
format, such as firstname.lastname@nasa.gov.

Delete and recreate this contact using the correct e-mail address from the global address list.



Z000AL, Outlook

E-mail: Cuklook, 20008L@, .,
2003AL, Outlook

E-mail: Cultlook, 2003AL@. ..
Test, Gene

E-mail; gene.test@cd. as, ..
Teskt, Gene

E-mail: c=U35; a=Telemail;...

kil

o
p-t
sk
Ly

WA

W



